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FOREWORD 


Career choice and bnght future in the chosen field remain natural 
major concerns of both students and parents Equally concerned 1s the 
counsellor who wants to help the students to choose the career suitable 
to their needs, abilities, interests and personal qualities In order to 
accomplish this, the counsellor requires information from reliable 
sources which not only gives facts about courses/careers but also about 
personal qualities required and sources of further information This type 
of literature helps him/her to use information with confidence and to 


update the information from time to time 


The present monograph has been written with the purpose to fulfill 
the above mentioned needs of the counsellors It includes the careers 
which are directly related to commerce subject after 10+2 and onwards 
as well as the related careers in which the commerce students — will 
have an edge over students from other subjects and may feel satisfaction 
in using their educational experience. The information is current, 
authentic and includes references. It has been drawn from latest 


publications and interviews with professionals in the field. 


It 1s hoped that the counsellors and guidance personnel working 
with students and parents may find the monograph useful The 


comments and suggestions if any for the improvement of the monograph 
are heartily welcome. 


M.K, Reina 
Professor and Head 
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CHAPTER - 1 


CHARTERED ACCOUNTANT 


In Today's corporate wold, quick decision making and deft financial 
management is the key to success. Quite often, the person expected to 
perform most of this financial wizardry for any enterprise is the chartered 


accountant (CA). 


Chartered Accountants are the custodians of the assets of the 
company. A career in Accountancy encompasses virtually all field of 
commercial activity whether in the manufacturing industry, retail 


marketing banking consultancy or even Government Service 


A Chartered Accountant is a person who ts accepted as member of 
the Institute of Chartered Accounts of India (ICAI) after having passed the 
final examination for the Chartered Accountancy course conducted by the 
institute. In recent times, accountancy has grown in popularity as 
profession. Wherever there are users of money, however small their 
business may be, the services of CA are required. Moreover under the 
Companies Act only CAs in professional practice are entitled to be 


appointed as auditors of companies in India. 


The Institute of Chartered Accountants of India has been established 
by an Act of Parliament for the purpose of regulating the profession of 
Chartered Accountants in the country. The Institute has its headquarters at 
Indraprastha Marg, New Delhi, where most of its Departments are located, 
except Board of Studies and the Examination Department which are 
housed at C-1, Sector,-1, NOIDA 201 301, near New Delhi In addition it 
has five regional offices located at Mumbai, Chennai, Calcutta, Kanpur and 


New Delhi and 81 branches of the Regional Council located at various cities 
of the country. 


As a part of its obligations to regulate the profession of Chartered 
Accountants, the Institute enrolls students for the pre-professional 
Foundation Course and the professional course of Chartered Accountancy. 
It imparts theoretical education to them requires the professional course 
students to undergo practical training concurrently, and holds qualifying 
examinations. It grants membership to successful candidates in the Final 
professional examinations and certificates of practice to those members 
intending to practice the profession. The Institute exercises disciplinary 
jurisdiction over its members, offers continuing professional educational 
opportunities and provides a range of services to them. The Institute 


occupies a unique position in as much as even in the more advanced 
countries like the U.K. and the USA. 


1.1. NATURE OF WORK : 


The type of work activities generally performed by the Chartered 
Accountant are quite varied. Some of the important areas of work are 
discussed below. 


1.1.1 AUDIT WORK : 


CAs perform financial, cost and tax audits and cover some aspects of 
secretarial audit They also audit the information in certain important 
applications based on which Government departments make concessions or 
approvals in their favour-for instance, the application to issue more shares 


to finance the working of a company. 


1.1.2 ACCOUNTING WORK : 


As CAs are experts at accounting, they're often required to assist al 
preparing accounts and deciding on accounting policies (determining how 
to present, classify or calculate financial data). Their expertise ranges from 


book-keeping to complex financial analysis 


1.1.3 COST ACCOUNTANCY : 


CAs are trained at maintaining cost accounting records, compiling 


cost information, installing cost controls, providing cost consulting and 


even performing cost audits. 


1.1.4 TAXATION : 


Taxes are either direct or indirect Direct taxes are collected directly 
by the government (income tax, wealth and gift tax) Indirect taxes are 
borne by the public through increased prices and surcharges (sales tax and 


excise, customs duty). 


CAs practicing in the field of taxation usually deal with direct taxes, 
They may further specialise in the way taxes affect a certain kind of ‘taxable 


entry’, say companies or individuals or partnership firms since taxes apply 


differently for these entities 


CAs do provide advice on indirect taxes However, the bulk of indirect 
tax advice 1s handled by lawyers. Several CAs are now forging into this field 
too, mainly to provide their clients with a package of services, so that they 
have a ‘sone-stop shop’ for all “economic' services The importance of 
indirect taxes has been noted by the Council of the Institute, and a new 


paper on the subject is to be included in the final examination 


However, under the present circumstances, a CA cannot represent a 
case in the High Court or the Supreme Court. So CAs and lawyers usually 


work together in the tax field, if a case 1s in court for a decision 
1.1.5 MANAGEMENT ACCOUNTING/INTERNAL AUDIT: 


Management accounting deals with aspects of accounting which are 
used to formulate polices : both short-and long-term Businesses also need 
to know how well they are utilising their resources They may either have a 


internal audit cell in the organisation which compiles and analyses this 


information for the management or they may contract the sernices to a 


practicing CA or firm of CAs. 
1.1.6 CORPORATE LAW ADVICE: 


CAs, being primarily trained for statutory audits (which are invariably 
of companies), are experts at company or corporate law. Though corporate 
law 1s the domain of Company Secretaries, CAs often give advice on 
company formation, financial structure and liquidation of limited 
companies and the financial aspects of this law They are also well versed 
in the procedural aspects of the Companies Act, but the real corporate-law 
professionals are Company Secretaries. All the same, CAs spend a lot of 
their time on this kind of legal advice due to the few Company Secretaries 1n 


practice. 
1.1.7 PROJECT PLANNING AND FINANCE: 


New business have to comply with several legal requirements 
Careful financing and strategising is needed. CAs often prepare a project 
report, including the financial sources which should be tapped and the 
procedures which are to be complied with, for obtaining finance Project 
consultancy is a large and challenging field of work where specialhsation 


pays 
1.1.8 INVESTIGATION: 
CAs are experts at examining specific aspects of businesses for 


e determining the purchase price of a business In this connection, CAs 
also perform share valuation work for takeovers and acquisitions 
° Amalgamations, re-constructions and mergers of busrness and 


° Deciding the need for fresh financing, e.g share capital issues 


1.1.9 EXECUTORS AND TRUSTEES : 


A CA 1s often appointed executor under a will or trust 1n order to 


carry on the administration of the estate or settlements. Appointment of 
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this nature require the CA to work in co-operation with solicitors or 


lawyers. 
1.1.10 DIRECTOR-SHIP : 


Many CAs who hold senior positions in industry and commerce are 


also appointed as directors of companies and this trend 1s picking up 


1.2 WORKING CONDITIONS : 


The CAs work 1n offices and in companies Their daily working hours 
range from 8-10. However in private practice or in some organisations, 


some times the working hours extend to 12 hours. 


1.3 PERSONAL QUALITIES : 


High or above average mental ability, numerical, ability, analytical 
mind, and reasoning ability and high ethical standards are essential for CAs 
are essential for CAs. CAs are also required to be good in communication 
skills, and planning. They should be disciplined and assertive and should 


be able to work in people. The training demands determination, motivation 
and staying power. 


1.4 PREPARATION : 
1.4.1 MINIMUM ENTRY QUALIFICATION : 


Every person who desires to register himself or herself as a student- 


articled clerk or audit clerk for the chartered accountancy course must 


fulfill the following conditions viz., 
(a) The candidate should not be less than 18 years of age 


(b) = (a) He/she should have passed for Foundations Examination 
of the Institute or should have been exempted from 


passing the Foundation Examination, OR 


(u) He/she should be a Graduate and should have passed 
the Entrance Examination of the Institute held in 
November, 1992 or earlier. (This scheme has been 


discontinued after this date). 


A person may provisionally register himself as an articled clerk if 
he/she has passed the Entrance Examination of the Institute and has 
appeared in the Final graduation examination, the result whereof has not 
been declared Such registration shall be confirmed only on submission of 
satisfactory proof within 9 months from the date of provisional registration, 


of having become a graduate. 


For the purpose of the above as well as for the purposes of 
considering exemption from passing the Foundation Examination, the term 
‘graduate’ would mean a graduate or post-graduate in subjects other than 


music, dancing, painting, photography, sculpture, architecture and the like 
1.4.2 THE FOUNDATION COURSE : 


The Foundation Course is the gateway to the professional course of 
Chartered Accountancy immediately after school education. The duration 
of the Course 1s ten months. After passing the Sr. Secondary Examination 
(10 + 2) or equivalent examination, a person can apply to the institute for 
registration in the prescribed form along with the fee of Rs. 1,250. 
Provisional registration is given to those who have appeared in the above 


examination, and are awaiting results. 


(i) ELIGIBILITY : 


The following categones of candidates are eligible for registration for 


the Foundation Course with the Board of Studies, 


(a) Those who have passed the Senior Secondary (10+2) or its equivalent 


examination 


(b) Graduates other than exempted graduates, 
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The exempted categories of graduates are specified below ° 


- Commerce Graduates with Accountancy and Auditing and Mercantile 
Law or Commercial Law as full papers and with a mimimum of 50% of 
the total marks. For this purpose, a paper is considered as ‘full paper’ if 


It carries not less than 500 marks. 


« Non-Commerce Graduates with Mathematics as one of the papers and 


with 60% of the total marks. 


« Non-Commerce Graduates with subjects other than Mathematics as one 


of the subjects and with 55% of the total marks 


» Candidates who have not offered the three subjects viz, Accountancy, 
Auditing and Mercantile law in M Com examination arc treated as non- 
commerce post graduates and are eligible for direct registration if they 
had secured 55% marks in aggregate with subjects other than 


Mathematics and 60% marks in aggregate with Mathematics as one of 


the subjects 


(ii) APPLICATION FORMS : 


The application forms for Registration can be had from the offices of 
the Institute's Headquarters at New Delhi and other Regional] Offices. The 
application together with a demand draft for Rs 1250/- towards 
registration and tuition fees, drawn in favour of 'The Secretary, Institute of 
Chartered Accountants of India’, payable at New Delhi/Mumba1/ Calcutta/ 
Chennai/ Kanpur, as the case may be, should be submitted to the 


concerned office of the Institute, as given, below 


1, Joint Direct of Studies, The 
Institute of Chartered 
Accountants of India, 
Indraprastha Marg, New Delhi - 
110 002. 


For candidates residing in the | 
States of Hanana, Himachal 
Pradesh, Jammu & Kashmir, ; 
Punjab and the Union Territories | 
of Delhi and Chandigarh 


2. Deputy Director of Studies, The 


Institutes of Chartered 


For candidates residing in the 





States of Gujarat, Maharashtra, | 
cei ea chee, 


soe meeme 





Accountants of India, ‘Anveshak’, | Goa and the Union Territories of | 
27, Cuffe Parade, Colaba, P.B. 


No 9926, Mumbai 


Daman & Diu and Dadra & Nagar 


| Haveli. 


3. Asstt. Secretary, The Institute of} For candidates residing in the 
States of Andhra Pradesh, Kerala, 


Karnataka and Tamil Nadu and 


Chartered Accountants of India, 
122, Nungambakkam High Road, 


P.B. No. 3314, Chennai. the Union Territories of | 


Pondicherry and Lakshadweep | 
Islands. | 


4 Joint Director of Studies, The 
For candidates residing in_ the 


States of Assam, = 


Institute of Chartered 


Accountants of India 7, Russell 


Street, Calcutta. Nagaland, Orissa, West Bengal, 
Manipur, Tripura, Sikkim, 
Arunachal Pradesh and Mizoram, 


and the Union Territory of 





5. Asstt. Secretary, The Institute of Andaman & Nicobar Islands. 


Chartered Accountants of India, |For candidates residing in the 
16/17, Civil Lines, Kanpur. states of Uttar Pradesh, Bihar, 


Madhya Pradesh and Rajasthan 


(iii) POSTAL TUITION : 


The Board of Studies provides the Study Material to the students of 
the Foundation Course as part of the postal tuition scheme which 1s 
compulsory A student of Foundation Course may opt for receiving study 
materials in Hindi medium at the time of registration. The facility of 
subscribing to the Institute's monthly Journal ‘The Chartered Accountant’ 
at a concessional rate of Rs 125 for 12 issues 1s also available to the 


Foundation Course students at the time of registration 


In order to be eligible to appear in the Foundation Examination, 
students should comply with the requirements of the Postal Test Scheme. 


Compliance with the requirements of Postal Test Scheme involves 
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submission of answers to the specified number of Test Papers in the 


subjects of the Foundation Course and qualifying in the Test Papers 


As an alternative to Postal Test Scheme, students may attend the 
classes organised by certain educational institutions specially accredited by 


the Board of Studies for the purpose and fulfill the related requirements 


(iv) EXAMINATION : 


Students who comply with the above requirements will be issued 
eligibility certificates by the Board of Studies for appearing in the 
Foundation Examination of the Institute to be held in May and November 
every vear. To pass in the *oundation Examination, a candidate has to 


secure a minimum of 40% marks in each of the four papers and 50% marks 


In aggregate. 


Papers for the Foundation Course include’ Fundamentals of 
Accounting, Mercantile Law, Mathematics & Statistics and Economics 


There 1s an option to write examination in Hindi. 
1.4.3 CHARTERED ACCOUNTANCY COURSE: 


The Professional Course of CA is of three years duration and 1s a 
blend of Theoretical Education and practical training so that the students 


acquire the required level of professional knowledge and skills relevant for 
the profession of CA. 


A candidate who is eligible for admission to the Chartered 
Accountancy Course by qualifying in the Foundation or otherwise by 
securing ‘exemption from the Foundation Examination may, in the first 
instance, approach a Chartered Accountant in Professional practice (who 1s 
entitled to train articled clerk) and work out an arrangement for training 
under him as an articled clerk. Once such an arrangement 1s worked out 
by a Deed of Articles, the articled clerk should approach the Institute with 


supporting documents for registration of his articles service and pay the 
prescribed fees as given on the next page : 
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(i) FEE PAYABLE : 


(a) Registration fee as an articled / audit clerk Rs. 250/- 
(b) Students’ Association fee Rs. 25/- 
(c) Registration fee with the Board of Studies Rs. 25/- 


(d) Tuition fee : 
(1) If paid in lumpsum Rs. 2,250/- 
(II) If paid in installments 
* First installment at the time of registration Rs_ 1,500/- 
* Second installment after completion 
of 18 months of Training or on 
passing the Intermediate Examination 
whichever is earler Rs 950/- 
Rs. 2,450/- 
Subscription to the Chartered Accountant 
Journal (optional) Rs 375/- 


(for three years training period) 


(ii) EXAMINATION 


The Examination is divided into two parts : Intermediate and final 


At the Intermediate Level, there are two groups of exams - 


Group I 

° Advanced Accounting; 

e Auditing 

° Corporate and other Laws 
Group II 

e Cost Accounting 
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e Income-tax and Central Sales-tax 


° Organisation & Management and Fundamental of Electronic 


Data Processing 


The Final Course/Examination consists of the following 


subjects/ papers: 

Group I 

® Advanced Accounting 

e Management Accounting and Financial Analysis 

e Advanced and Management Auditing 

° Corporate Laws and Secretarial Practice 

Group I] 

° . Advanced Cost Accounting and Cost Systems 

e Systems Analysis, Date Processing and (Quantitative 
Techniques 

° Direct Taxes 

° Indirect Taxes 


A candidate can appear for the Intermediate examination after 
completing 12 months of training and the Final Exam during the last six 
months of training. To appear for the Final Exam Group | and Group II 
papers of Intermediate have to be cleared with the minimum of 40% in each 


paper and aggregate of 50%. 


As part of the compulsory coaching scheme, the study material for 
the Intermediate Course and Final Course prepared by the Faculty of the 
Board of Studies is supplied to the students soon after registrauon and 
payment of the prescribed registration and tuition fee. Apart from the study 
material, the Board of Studies provides Services like . attending to oral and 
written queries from the students on their academic problems (student 
counseling), preparation of test papers and hints/answers to such papers, 
valuation of the test paper answers of students, organising Sunday Tests 


and revision classes at various centers, preparation and sale of audio 
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cassette lectures on selected topics of academic interest to students, 
administration of Scholarship scheme for meritorious and needy students 


and also libraries at some places. 
(iii) TEST PAPER SCHEME 


Answering of Test Papers in different subjects forms an integral part o 
the Postal Tuition Scheme. The purpose of requiring the students to 


answer the test papers 1s four-fold 


(a) To develop in them the faculty of analvsis, application of 
thought to the consideration of problems and the art of 


presentation; 


(b) To bring out the finer practical points involved in the study of 


various subjects; 


(c) To test the grasp that the students have acquired over the 
subject concerned, and 


(d) To inculcate in them the habit of regular and sustained studies 
Students should realise, therefore, that it 1s in their own 


interest to seriously attempt the questions included in the 


various test papers 


(iv) SUNDAY TEST SCHEME : 


Students enrolled for the Intermediate Course within the city 
Jurisdiction of Ahmedabad, Bangalore, Bombay, Calcutta, Coimbatore. 
Delh1/New Delhi, Ernakulam/Cochin Hyderabad, Jaipur, Kanpur, Madras, 
Poona and Salem are governed by the Sunday Test Scheme and are 
required to answer their test papers under the Institute's supervision at the 


centres fixed for this purpose. 


Under the Sunday Test Scheme, Students are required to answer and 
qualify in atleast 10 test papers which are drawn from the subjects of the 


Intermediate Course. 
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(v) POSTAL TEST SCHEME : 


Students registered in the cities and towns other than those listed 


above are required to submit test papers under the Postal Test Scheme. 


In the Postal Test Scheme, a student 1s required to answer and 
qualify in at least 14 test papers spread over different subjects prescribed in 
the course choosing at least 2 test papers in each of the subjects If a 
student desires to get eligibilty certificate group-wise, he/she should 
ensure submission of answers to atleast 6 test papers in the case of Gr | 


and 8 test papers 1n the case of Gr.I] 


A student is considered to have qualified if he/she has obtained 45% 
marks in the test papers relating to Accountancy, Income-tax and Cost 
Accounting and 40% marks in the remaining subjects The Board of 
Studies issues Eligibility certificates only to those students who have 


complhed with the requirements of Sunday Test/Postal Test Scheme set out 
above. 


(vi) ORAL CLASSES BY ACCREDITED INSTITUTIONS/ REGIONAL 
COUNCIL/BRANCHES AS PER BOARD'S GUIDELINES : 


Students attending oral classes organised by colleges/other 
bodies/Regional Councils and their branches, which are specially 
accredited for this purpose, in accordance with the guidelines framed by the 


Board in this regard are given exemption from the requirement of Postal 
Test/Sunday Test Scheme 


Students passing Intermediate Examination should get themselves 


enrolled as students of Final Course and obtain Final Enrolment Number. 


For appearing in the Final Examination, students are not required to 
obtain eligibility certificates from the Board of Studies of the Institute. They 


may answer the optional Test papers, if they desire, as part of their 
preparation 
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A student undergoing Intermediate course can submit his/her Test 
paper Answers in Hindi by sending a prior intimation to the concerned 
office of the Board of Studies. 


(vii) SCHOLARSHIP : 


Institute has formulated different schemes of scholarships which 
include Need-based Scholarships and Partial freeships to articled clerks 
and Merit Scholarships and Merit-cum-Need based Scholarships to rank- 
holders of the Foundation Examination who join the CA Course and rank 
holders of the Intermediate Examination. Besides the above, scholarships 
are also awarded under different endowment schemes‘ to students 
undergoing Chartered Accountancy Course. The scholarship amount's in 
the range of Rs 75/- to 250/- per month. Details regarding the award of 
scholarships are generally published in January and July Issues of the 


Institute's monthly Journal 'The Chartered Accountant’. 


Further, with a view to encouraging more talents to join the CA 
course, first three rank holders in the B.Com/B.A/BSc. degree 
examinations of various Universities and the first three rank holders in the 
Foundation Examination, registering as articled clerks are given exemption 


from payment of tuition and registration fees. 


Tuition and registration fee is also waived in respect of articled clerks 
who had joined the CA Course through the Foundation Examination and 


subsequently secured the first three position in the B.Com./BA /B Sc 
degree examinations. 


(viii) PRACTICAL TRAINING FOR THE CHARTERED ACCOUNTANCY 
COURSE 


The practical training enables the students to assimilate and apply 
theoretical education to a variety of relevant and practical situations, 


inculcate a professional attitude and ethical values in particular, 
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independence, objectivity and integrity, develop communication skills in a 


team environment. 


The practical training for the students of the CA course involves 
working 1n the office of a Chartered Accountant 1n practice or a firm of such 
CA for the specified period A part of the training can also be taken in 
certain approved business or industrial enterprises There arc two types of 
training opportunities available to a student of the course as an articled 
clerk or as an audit clerk The former is given the said name because of the 
fact that he 1s a trainee attached to a CA in practice under a deed of articles 
for the duration of the training namely, 3 years The audit clerk, on the 
other hand, 1s basically an employee of the practicing CA who 1s provided 
the opportunity of becoming a CA, side by side with his emplovment§ A 


longer period of training namely, 4 years, in therefore prescribed in his 


case 
(a) DEED OF ARTICLES : 


In the case of articled clerks, an agreement of training, called the 
Deed of Articles, 1s executed Since the minimum age for registration as an 
articled clerk and entry 1n the C A. Course 1s 18 years a minor 1s not eligible 
to join the course The parties to the deed of articles are the articles clerk 


and the member of the Institute under whom he/she 1s to receive training 


(b) INDUSTRIAL TRAINING : 


Industrial training enables an article clerk or audit clerk to gain 
experience in the operation of the systems of financial control im mtcrnal 
audit and auditing procedures in computerised accounting and related 
fields After having passed the intermediate examination students are 
permitted to serve a part of their practical training in a financial, 


commercial or industrial undertaking approved by the institute 
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The period of industrial training may range between nine months and 
twelve months during the last year of the prescribed period of practical 


training. 
(c) STIPEND TO ARTICLED CLERK : 


A person registered as an articled clerk is entitled to receive a 


minimum monthly stipend at the rates specified below 


if the normal place of service of the articled clerk 1s situated 1n cities with 
population of 20 lakhs and above the rates of stipend payable by the 


Chartered Accountant are ° 


« In the first year of training - Rs. 300/- p.m. 
+ In the second year of training -Rs 450/- p.m. 
- In the remaining period of training -~Rs 600/- p.m 


If the normal place of service of the articled clerk is situated in 


cities/towns having a population of 3 lakhs and above but less than 20 
lakhs : 


» In the first year of training - Rs. 200/- pm 
» In the second year of training ~Rs 300/- pm. 
» In the remaining period of training -Rs 450/- pm. 
(ad) WORKING HOURS : 


Subject to the directions of the Council, the working hours of an 
articled clerk shall be thirty-five working hours in a week to be regulated by 
the employer. Further the Council has recommended to all employers that 
they should observe a five-day week for articled clerks; the choice of the two 


off days being, however, left to the discretion of the employers 
(e) ACTION IN CASE OF MISCONDUCT : 


In the event of any misconduct or breach of the Regulations by an 


articled or audit clerk the Council is empowered to direct cancellation of the 
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service rendered by him, or to extend the period of service, or to direct that 


any period already served shall not be reckoned as qualifying service 


(f) ELIGIBILITY TO TRAIN ARTICLED/ AUDIT CLERKS : 


Associate and Fellow members of the Institute who are in practice 
and whose practice, 1n the opinion of the Council, is their main occupation 
are entitled to engage and train clerks. The number of articled clerks which 
a member can train at a time 1s based on the number of years of 
continuous practice put in by him. In ascertaining the number of years 
during which a member was in continuous practice, only the years in 


respect of which the member's practice was his main occupation shal] be 
considered 


1.4.5 ADMISSION TO MEMBERSHIP: 


In order to become a member, a person must have - 

« The entry qualification for registration 

+ Served under a practicing chartered accountant for the prescribed 
period 

* Passed the Institute's Examinations 


« Applied for admission to membership 


(i) ADMISSION PROCEDURE : 


A person who desires to have his name entered in the Register of 
Members have to submit to the Secretary of the Institute, an application in 
the appropriate form together with documentary evidence about his/her 
eligibility for membership and the fee prescribed The prescribed form of 
application 1s available at the office of the Institute at New Delhi and also at 


the regional offices in Bombay, Madras, Calcutta and Kanpur. 


A person applying for membership 1s required to pay the following 
fees alongwith his application: 


‘ 


(a) entrance fees of Rs. 300/- 
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(b) annual membership fee of Rs. 225/- 
(c} annual certificate fee of Rs. 600/- if he wishes to practice as a 


Chartered Accountant. 


After enrolment, the annual membership fee and certificate of 


practice fee are due and payable on the first day of April each vear 


A person applying for the membership should have attained the age 


of twenty one at the time of his application 
(ii) CLASSIFICATION OF MEMBERS : 


There are two classes of members - Associates and Follows Even 
person whose name 1s entered in the Register of Members is deemed to be 
an Associate Member of the Institute A member who has been an 
Associate and has been in continuous practice for not less than five years in 
India or a member who has been an Associate for a continuous period of 
not less than five years and possesses the experience prescribed by the 
Council for this purpose ts entitled to apply for fellowship A member has 
the right to use the distinctive letters “F.C.A.” or “A.C A” signifying that he 


is a “Fellow” and “Associate” respectively 


(iii) USE OF DESIGNATION : 


According to the Institute "Every member 1n practice shall and any 
other member may use the designation ‘Chartered Accountant’ No member 


using it shall use any other designation or description either in addition 


thereto or in substitution therefor " 


(iv) PLACE OF BUSINESS : 


A member of the Institute who is a citizen of India or an Indian 
national need not necessarily reside in India for corftinuing as a member o! 
the Institute However, for practicing the profession of accountancy, he 15 


required to have some place of business in India which should be either in 
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his own charge or in the charge to another member of the Institute. A 


member not 1n practice is also required to specify his address in India 


(v) CERTIFICATE OF PRACTICE : 


A member of the Institute desirous of practicing as a Chartered 
Accountant, whether within or outside India, 1s required to obtain a 
certificate of practice from the Institute The fee for the certificate of 
practice is Rs. 600/- per year. If a member ceases to practice as a 
chartered accountant he 1s required to inform the Council of the fact within 


one month from the date he ceases to practice 
(vi) ENGAGEMENT IN OTHER BUSINESS OR OCCUPATION : 


A practicing member of the Institute 1s not allowed to engage in any 
business of occupation other than the profession of accountancy, without 
obtaining the prior permission of the Council However, in addition to 
practicing the profession of accountancy, a member may engage 1n certain 


other pursuits as are permitted under the Chartered Accountants 
Regulations 


(vii) CODE OF ETHICS : 


It is important that a chartered accountant should observe the 
accepted principles of professional conduct and etiquette. A member 1s not 
allowed to advertise his professional attainments or service or solicit client 
or professional work or do anything which aims at publicity or amounts to 
canvassing with a view to securing practice He is subject to the 
disciplinary jurisdiction of the Council and if found, on inquiry to have been 
guilty of any professional or other misconduct, he is hable to disciplinary 
action. Professional misconduct includes disclosure of confidential 
information, except with the consent of the clhent or as required by law, 
expression of opinion on financial statements of any business in which he, 
his firm or a partner has a substantial, interest, unless he discloses the 


interest also in his reports; failure to disclose material facts the disclosure 
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of which 1s necessary to make financial statements not misleading, failure 
to report material mis-statements known to him to exist in financial 
statements, gross negligence in the conduct of professional! duties, etc. The 
punishment for professional misconduct, if proved, ranges from reprimand 


to removal of the member’s name from the Register of Members 


1.5 REMUNERATION : 


A CA 1s highly paid professional. Large multinationals pay very well 
and provide good perks like medical benefits, loaned housing etc Large 
Indian companies offer good salaries and good perks, but foreign banks 
offer the highest salanes and perks. The following table 1s an average 


listing of monthly earnings 


In professional practice, they earn between Rs. 10,000 to 50,000. In 
Industry, the fresh CAs. Start with Rs. 5000 to 8000 and later on advance 
in managerial positions. The CAs working in oversea countries earn better 
salaries and other perks. 


1.6 EMPLOYMENT OPPORTUNITIES 


On becoming a Chartered Accountant one has many options Some of 
these are 


e Set up an independent professional practice 

° Join a practicing firm of Chartered Accountants 

° Render services in the capital markets 

e Engage 1n own industrial/ business venture. 

e Take up a suitable employment in business or industn’, 


The choice depends largely on the personal inclination of the 
individual The first four choices offer good opportunities for development 
as a useful member of the profession, ensuring economic rewards and 
scope for self-fulfillment. Starting one's own industrial or business venture 
1S increasingly becoming popular, as the chartered accountancy education 


and training equips a person with the requisite skill and exposure to 
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operational and strategic demands of running a business enterprise 
Campus interviews for freshly qualified chartered accountants are 
organised by the institute at various centres viz Mumbai, New Delhi, 


Chennai, Calcutta and Bangalore. 


The institute currently has about 78,000 members - 70 per cent of 
whom work in public practice and the remaining are engaged in services 1n 
trade and industry. As a practicing Chartered Accountant one may be 
called upon to render professional advice, or, if one 1s looking for a job one 
may get suitable placement, drawing upon his/her skills, in one more of 


following areas apart from traditional Accounting, Auditing, Taxation, 


Finance function 


Given below are some of the areas of work chartered accountants 


involve themselves with . 


e Preparation of project reports and feasibility studies 

° Market research and demand studies 

e Management accounting systems, cost control and value analysis 

° Price-fixation and other management decision-making 

e Budgeting, inventory, management, working capital management 

e Personnel remuneration, salary structuring, incentive plans etc. 

e Business policy, corporate planning, organisation development, 


growth and diversification 


° Investment counseling in respect of securities 

e Acting as registrar to an issue and for transfer of shares/other 
securities 

e Performing quality audit, energy audit and environment audit 





Retainer-ship (contracts for consulting which are half consultancy, 
half employment) 1s an area which is expanding. In the future there'll be 
CAs who aren’t just auditors or tax-advisors, but provide consultancy on 


specific issues to many small businesses. In large businesses, complex 
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business functions need a day-to-day control which external consultants 


cannot provide. 
1.6.1 SELF- EMPLOYMENT 


A lot of people do CA with the idea of starting their own practice If 
that isn’t the idea with a beginning student, it may well be-by the time 


he/she finishes the course 


CAs with recently established practices say that the effort and risk involved 
are tremendous. They mention quite a few long-term advantages of being in 


the profession 


° One can do the kind of work that interests him/her the most. 
° If successful, one’s income will be higher than in the industry. 
e One can decide how much one want to travel. 

° One can choose to keep enough time for the family 

1.7 FURTHER INFORMATION 


For further information, one may contact the headquarters of the 
Institute or any of its decentralised offices. The addresses are given as 
follows 


@ The Secretary, 
The Institute of Chartered Accountants of India, 
Indraprastha Marg, 
Post Box No. 7100 
NEW DELHI - 110 002. 


e@ The Sr. Deputy Secretary, 
The institute of Chartered Accountants of India, 
‘Anveshak’, 27, Cuffee Parade, 
Post Box No. 9926, 
Colaba, 
MUMBAI - 400 005. 


e The Assistant Secretary, 
The Institute of Chartered Accountants of India, 
122, Utthamar Gandhi Salai, 
Post Box No 3314, 
CHENNAI - 600 034 
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The Sr. Deputy Secretary 


The Institute of Chartered Accountants, of India, 
7, Russell Street, 
CALCUTTA — 700 071. 


The Assistant Secretary, 

The Institute of Chartered Accountants of India, 
16/77, Civil Lines, 

(Behind Reserve Bank of India) 

The mail, KANPUR — 208 001 
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CHAPTER - 2 


COST ACCOUNTANT 


The accountants who are basically concerned with management of 
business, trade and industries through ‘accounting’ with emphasis on ‘cost 
management’ are known as ‘Cost Accountants’ In other countries of the 


world, cost accountants are called 'Management Accountants’ 


The sound and profitable operation of all types of industrial and 
commercial enterprises, the standard of living of the people and the 
development and socio-economic structure of our country largely depend on 
the efficient utilisation of the country's economic resources generating 
ingredients and on the extent to which these resources are allocated to 
provide goods and services to the community in home and international 
markets at competitive prices. The success of every industrial and 
commercial enterprise would equally require presentation of adequate and 
timely cost and management accounting information for guiding and 
evaluating routine and specific decisions made by its management for 
directing and regulating the affairs of the business to the chartered course 


for attainment of the organisation's objectives. 


Success or failure of business decisions depends on the quality of 
information made available to 1ts management. The role of the Cost and 
Management Accountant is, therefore, vital in achieving the organisation's 
objective and in ensuring that managerial decisions are nghtly taken from 


the right cdst prescriptions. 


The profession of cost Accountancy is regulated by a special Act of 
parliament, namely, the cost and works Accountant Act, 1959. With the 
passing of the Act, "The Institute of Cost and Works Accountants of India" 
came into being on 28 May 1959. This institute is the only recognised 
statutory professional organisation and licensing body in India specialising 


exclusively in Cost and Management Accountancy. The Institute has its 
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head quarters at Calcutta and its Regional Councils at Bombay, Madras, 
Calcutta and Delhi. 


2.1 NATURE OF WORK : 


By dint of professional qualification, specialised knowledge and 
experience, the cost and management accountant aids in stabilising budget 
and standards, evaluating operating efficiency and effectiveness of 
production and service managements, formulating the profit planning 
programme, guiding the managerial decisions, indentifving accountabihtv 
for cost and profit variances, and thus renders valuable assistance to 


functional managements for profitable stewardship of the business affairs 


Cost and Management Accountant also advises on product pricing, 
production planning and inventory control, export profitability, product 
wise return on capital employed, economic feasibility studies, investment 
proposals, and highlights the ultimate effect of changes in production an 
sales volume and other cognate factors of manufacturing, marketing and 
finances over the cost profit and return on fixed and net current assets 
emploved tn the business 


In other words Cost Accountants are Accountants who are basically 
concerned with management of business, trade & industries through 


Accounting with emphasis on Total Cost Management 


2.2 WORKING CONDITIONS: 


Cost accountants work in offices, large firms and companies’ The 
working day 1s generally of 8 to 9 hours duration. However, depending upon 
the type of organisation as well as time of the financial vear) their working 


hours may extend to 12 hours. 


2.3 PERSONAL QUALITIES: 


Academic and numerical ability, ability to speak and write concisely, 


numeracy, business sense, logical reasoning, ability to negotiate with 
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people at all levels within an organisation, high ethical 
standard, pleasing personality and business acumen are essential 
for success in this field. The training demands determination, 
motivation and staying power. 


2.4 PREPARATION : 


In order to become Cost Accountant, one has to take up the 
course offered by the Institute of Cost and Work Accountants of 
India and acquire 3 years’ practical experience. After that one can 
become a Member of the Institute who are known as ‘Cost 
Accountants’. 


One can study the Cost Accountancy after 10+2 or after 


graduation. The flow chart presents the scheme of various 
examinations and courses to become a Cost Accountant 


Flow Chart 
Study for Cost Accountancy 
After 10+2 


Foundation Course Examination 
Intermediate Examination 











After GraduationDirect 
Admission 









Final Examination 
3 years Practical Experience 










Membership of the Institute of Cost 
and Work Accountants of India. 
i.e. Cost Accountant. 
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2.4.1 FOUNDATION COURSE EXAMINATION : 
(i) ELIGIBILITY FOR ADMISSION : 


Admission to foundation course examination is open to persons 
who have (a) completed seventeen years of age on the date of his/her 
application; and (b) passed 10+2 examination or have passed the National 
Diploma in Commerce Examination held by the All India Council of 
Technical Education (AICTE) or any State Board of Technical Education 
under the authority of AICTE, or the Diploma in Rural Service examination 
conducted by the National Council of Higher Education Provisional 


admission 1s given to those awaiting the result of 10+2 examination 
(ii) FEE: 


Every person applying for registration as a student pays student 
registration fee of Rs 250/-. The prescribed application form is submitted 


to the respective regional councils. 


(iii) PAPERS: 
Paper I Business Fundamentals and Economics 
Paper II Management and Organisation. 
Paper Il] Basic Mathematics and Statistics 


Paper!1V Commercial Laws. 


(iv) EXAMINATION : 


Persons who obtain in one sitting a minimum of 40 percent of the 
total marks 1n each paper and an aggregate of 50 percent of the total marks 
of all papers in the examination are declared to have passed the foundation 
course examination. However, the pass percent age marks may be changed 
by the Institute 


2.4.2 INTERMEDIATE AND FINAL EXAMINATION : 
(i) ELIGIBILITY : 


Apart from those who have qualified foundation Course Examination, 


the admission is open to those person who- 
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(a) 


(b) 
(c) 


(d) 


(e) 


(f) 


(g) 


(bh) 


(i) 


is not less than 18 years of age on the date of his application and 
has passed any of the following Examinations ° 


A graduate degree Examination of any recognised University or 


equivalent 
An honours gradate degree examination of any recognised University. 


A Master Degree Examination of any recognised Universitv or any of the 


Indian Institute of Management. 


An Engineering Graduate Degree Examination of any recognised 
University or any of the Indian Institute of Technology or the Indian 


Institute of Science. 


The Final Examination of the Institute of Chartered Accountants of 
India or England and Wales, or Scotland or Ireland or the Final 
Examination of the Chartered Institute of Management Accountants, 
London, or of the Final Examination of the Institute of Company 
Secretaries of India 


Section 'A' and 'B' Examination of the Institution of Engineers (India) or 
equivalent 


Subordinate Accounts Service Examination conducted by the 


Central/ State Government Organisations 
Part I and II of Banking Examination styled as CAI. B 


Any other examination as may be recognised by the Council for the 


purpose of admission as a registered student of the Institute 


Those appearing 1n any one of the above mentioned examination or 


waiting for result are also eligible to seek provisional admission. 


(ii) 


FEE : 


Every person applying for registration as a student has to pay 


registration fee of Rs 300 
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(tii) COACHING : 


It is obligatory on the part of the registered students to undergo and 
complete satisfactorily a course of tuition, either postal or oral, before 
appearing the Intermediate or Final Examination. Those who qualify 
Intermediate Examination can only be eligible to undergo coaching for Final 
Examination. The coaching is valid for three years from the date of issue of 
the certificate. 


(a) POSTAL COACHING : 


The minimum duration of postal coaching is 18 months The Postal 
tuition fees (with effect from 1.10.98) is as given below ° 
Intermediate Course - Rs. 2160/- (can also be paid in two installments 
of Rs. 1200/- each) 
Final Course - Rs. 2280/- (or in two installments of Rs. 1320/- each) 


The students are issued certificate on satisfactory completion of 
coaching 


(b) ORAL COACHING : 


Oral Coaching for the Intermediate and Final Examination 1s 
organised by colleges or institutions recognised by the Director of studies 
of ICWAI These institutions impart coaching in semester pattern, each 
semester not less then six months duration. On completion the students 
are issued certificate 
Oral Coaching Fees ( With effect form 1.10.98) 

Intermediate Course : 

Stage I or IT- Rs. 1,590/- 
’ Stage I & II (taken together) — Rs 2,550/- 

Final Course ° 


Stage III or IV - Rs. 1,740/- 
Stage III and IV (taken together) - Rs 3,000/- 
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(iv) EXAMINATION DATES : 


The foundation, Intermediate, and Final Examination of the 


Institute are held in the month of June and December even \ear 
2.4.3 MEMBERSHIP OF ICWAI : 


(j) GRADUATE OF INSTITUTE: 


After passing the Final Examination, a person ma\ apply for being 


enrolled as a "Graduate of the Institute" and pay annual subscription of 
Rs 7 


on 


Graduate of the Institutes are entitled to use the descriptive letter 
‘Grad CWA . alter his/her name to indicate that he/she has qualified the 
final examinauon Alter a year, he/she is admitted as an Associate and 1s 


supposed to pay Rs 150 as annual membership Ice 


(ii) | ASSOCIATESHIP : 


A person who has passed the Final Examination and has acquired 
not less than 3 years of practical experience (prior to/ after passing the final 
examination or partly before and partly after passing the said examination) 
can apply for Associate Membership An Associate Member 1s enutled to use 
A IC W A(Associate Member of the Institute of Costs and Work Accountants 


of Indian) after his/her name 
(iii) FELLOWSHIP : 


An Associate Member of the Institute after minimum 5 vears can 
apply for Fellowship of the Institute. A Fellow Member 1s entitled to use 


F.1.C W.A (Fellow Member a the Institute of Cost and Work Accountants of 
India) after his/her name 


an 


2.4.4 CERTIFICATE OF PRACTICE : 


An Associate Member or Fellow Member has to applv for Certificate of 
Practice to entitle him/her to practice as a Cost Accountant throughout 


India However, the validity of the certificate has to be renewed annually 


2.5 EMPLOYMENT OPPORTUNITIES : 


It has been felt beyond doubt that there has been increasing 
awareness amongst the business entrepreneurs of the most vital 
contribution made by cost and management accountancy services in the 
business houses to the attainment of business objectives This has 
accentuated the demand for cost and management accounting services in 
all the sectors of economy. Many members of the Institute are holding top 
management positions, viz., Managing Director, Finance Director, Financial 
Controller, Chief Accountant, Cost controller, Marketing manager, Chief 
Internal Auditor Those managing their own business, have found in 
themselves a Manager and an Accountant to control and flourish their 
business. No wonder a Cost Accountant can attain the highest ladder of 
professional career. There is a sustained demand for qualified, trained and 
experienced cost accountants. Many members of the Institute are also 
engaged in cost consultancy services and in teaching cost and management 


accountancy in Universities and Colleges. 


Cost Accountancy qualification has also been recognised by the 
Academic Councils of many Universities in India for the purpose of 
admission to the Ph.D courses in Commerce. It was resolved by Association 
of Indian Universities to accept Bachelor Degree-holders who have ICWAI 
Qualification for registration as M.Phil and Ph D candidates in commerce 


and allied disciplines 


Moreover, as per the decision of the All India Council for Technical 
Education, Fellow Members of ICWAI are treated at par with Ph. D 
Candidates in so far as appointment in the posts of Professor, Associate 
Professor, Reader, Asstt Professor, and Lecturer in 


Professional/ Management Institutes are concerned.) 
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Cost and Management Accountants are also holding key positions in 
Central and State governments. In the matter of emplovment. promotion 
and prospects, Cost Accountants are recognised by the government. public 
and private sectors for placement at various levels in the fields of 
Accounting and Management functions The specialisation in costing 1s an 


added catals st for a successful manager and a policy make1 


Developing countries 1n the overseas have also evinced keen interest 
in offering employment opportunities for the members of the Institute 
Realising the importance of the profession of Cost and Management 
Accountancy in the economic development of the nation The Central 
Government has constituted an all-India cadre known as Indian Cost 
Accounts Service (ICAS) at par with other Class-l services such as IAS IFS 
etc to advise the government 1n cost and pnang and in framing the 


appropriate fiscal and tax polices 
2.5.1 PRACTICE AS COST ACCOUNTANT : 


A Cost Accountant may build up his own practice by obtaining a 
license from the Institute which would enable him to practice as a Cost 
Accountant, either individually or in partnership with one or more members 
of the Institute in practice. His clientele include private and public 
compamies, large, medium and small scale undertakings, partnership and 


proprietary concerns, industrial, commercial and service undertakings etc 


2.6 REMUNERATION AND OTHER FACILITIES : 


There 1s no hierarchy or specific pay scale. It varies from organization 
to organization The pay scale is sometimes at par with that of a CA 
Broadly speaking a professional with only an ICWAI membership can start 
with a pay of at least 5000/- per month. Salary in a manufacturing 
industry starts from Rs.7000/- and in MNCs (Multinational Corporations 


the salary is minimum Rs 8000/- p.m. to Rs 10,000/- pm 
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Cost accountants with additional qualifications as that of CA can 
expect salaries comparable to any of the top executives in higher echelons 


of the company. 


A cost accountant may get other facilities like perks, House Rent 


Allowance, Employee State Insurance, Provident Fund gratuity 


2.'7 FURTHER INFORMATION : 


In order to acquire more information, the correspondence can be 
made at the following address - Institute of Costs and Works Accountants of 


India, 12, Sudder Street, Calcutta - 700016. 
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CHAPTER - 3 


COMPANY SECRETARY 


Industrialisation has resulted in phenomenal growth and expansion 
of the corporate sector. Growing socialisation in most spheres of modern 
corporate functioning requires the services of a professional to co-ordinate 
with various departments and functionaries of the organsiation as well as 
advise the Board of Directors and other functionaries of the organsiation 
about statutory requirements and compliance of company legislation. A 
company secretary 1s a functionary who is solely responsible to carry out 
finance, accounts, legal, admunistrative, and personnel functions in 
addition to his secretarial duties and responsibilities. In fact his role starts 


from the very moment when the idea of formation of a company 1s 


conceived 


The profession of company secretary 1s one of the oldest in the world 
In India the foundation of company secretariship was established in 1980, 
with the establishment of the “Institute of Company Secretaries of India” 
(ICSI) constituted under an Act of Parliament i.e. Company Secretaries Act, 
1980. It is the only recognised professional body in India to develop and 
regulate the profession of Company Secretaries in India In India, there is a 
legal requirement that every company having a paid up share capital of not 


less than Rs 50 lakh must appoint a Company Secretary who should be a 
member of ICSI. 


3.1 NATURE OF WORK: 


A Company Secretary (CS) 1s a person intended to ensure compliance 
of all laws affecting the working of a company for formulising transactions. 


By virtue of his training a CS is an important adjunct in corporate 
management hierarchy. 


Broadly, a CS is required to work in a three field capacity: 
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« He acts as an agent of the Board of Directors . 
- Acts asa registrar for the company looking after secretarial influences. 


- Acts asa Chief Executive assuming full responsibility of the organisation 


Thus, the company secretary carries out a vast range of services for 
the company, depending largely on the size of the organisation and nature 
of its activities. Some of the major services include : Incorporation of the 
company, management of public issue, processing of applications: for 
Management, appointments, remuneration’s, inter-corporate investments 
and loans, conducting of meetings of the Board of Directors, maintenance of 


records, registers and minutes of meetings etc. 


A CS also handles all matters concerning corporate law, central/state 
sales tax and excise laws, and labour laws Obtaining of institutional 
finance, project approvals, permits or licenses under FERA (Foreign 
Exchange Regulation Act), advising on requirements relating to the MRTP 
(Monopolies and Restrictive Trade Practices Act) with reference to certain 


trade practices are also other areas, that a CS handles 


A CS can also arrange for promotion, formation, or incorporation of a 
new company or amalgamation, or reorganisation or winding up of 
companies. 


The CS also acts as the authorised representative of a company with 


regard to filling, registering, presenting, testing or venfying any document 


on behalf of the company 


A CS also acts as share transfer agent and issues house shares, acts 
as stock broker, secretarial auditor, and consultant/adviser on 


management, legal or procedural matters falling under companies Act, 


1956, and other corporate laws. 


As the authorised official of the company, the CS signs the annual 


returns of the company He also registers with State Directors of small 
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scale industries, deals with preparation and applicauon of assistance from 


banks, financial institutions etc 


In an era of liberalisation of economy, CS 1s also called upon to act as 
corporate development planner responsible for idenufying expansion 
opportunities and arranging foreign collaborauon, amalgamations, 


takeovers, reconstructions, reorganisations, and winding up of companies 


3.2 WORKING CONDITIONS : 


CS work in offices, large firms and companies Working day 1s 
generally of 8 to 9 hours duration However, working hours may extend 


depending upon the type of organisation where the CS 1s working 


3.3 PERSONAL QUALITIES : 


A CS should have the ability to deal with a number of problems at 
the same ume Ability to understand complex and technical issues in a 
clear unbiased manner, excellent command of written and spoken Enghsh, 
high moral standard as well as a pleasing personality is essential 
Competence with numbers is also needed As CS hold key positions, 
attending board meetings and have access to top level plans and secrets, 


the, must exercise tact and discretion and be loyal to the company 


3.4 PREPARATION: 


Membership of the Institute of Company Secretaries of India (ICSI) 1s 
the only prescribed qualification for entry into this profession Membership 
is granted on the basis of the examination conducted bv the institute in the 


month of June and December ever, vear 


The institute has its headquarters in Delhi and 4 regional offices at 
Calcutta, Delhi, Chenna: and Mumbai. In addition the institute has 36 


Chapters and 16 Satellite Chapters which are located in various cities 


To become a member of the institute preliminan intermediate, final 


examinations conducted by the institute have to be cleared 
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3.4.1 FOUNDATION COURSE: 


Earher admission in company secretaryship course was open only to 
candidates possessing minimum a graduate degree However, the institute 
has now introduced foundation course for 10+2 or equivalent pass 


students desiring to join CS course 
(i) OBJECTIVES OF CS FOUNDATION COURSE : 


© To olfer an opportuni. to students passing semior secondary 
examination, the stage at which they decide their cureer to have 
wider options 

» To attract talented students to the profession. at the meht age, 
having requisite aptitude 

+ To enable students desiring to take up CS profession to enter early 


in the profession and to be able to stay longer 


(ii) ELGIBILITY FOR ADMISSION : 


Students who have passed 10+2 or its equivalent examination in any 
stream are eligible to apply However, provisional admission 1s given to the 
students appearing in 10+2 exumination subject to the condition that thev 


can furnish the proof of passing the said examination within 6 months at 


admission 
{iiil) ADMISSION AND EXAMINATION: 


The admission 1s open throughout the year and 1s valid for three 
years Students admitted upto 318 March can appear in the December 
ehamination in the same year and those admitted upto 30" September can 


appear in June examination in next year subject to satisfactory comple ton 


of coaching and other formalitu - 


(iv) DURATION : 


The duration of the Foundation Course of the Company Secretaries 1s 


eight months 
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(v) SUBJECTS OF FOUNDATION COURSE : 


Business Communication 
Business laws and Management 


Principles of Accountancy 


me: Gs IS 


Economics and Statistics. 


(vi) COURSE FEE: 


Course fee 1s Rs.1200/- payable at the time of registration and 


examination fee 1s Rs 250/-. 


(vii) COACHING FACILITIES: 


The Institute imparts compulsory postal tuition Students are 
provided with study materials on each subject. They can attend oral 
coaching classes organised by the institute at selected places through its | 


Regional Councils and chapters on payment of extra fee. 


\A student 1s required to successfully complete postal or oral coaching 
to become eligible for admission to examination. 


(viii) MEDIUM OF INSTRUCTION: 


Candidates can write response sheets in English/Hindi medium The 


study material, however, 1s available only in English 
3.4.2 ADMISSION TO COMPANY SECRETARY COURSE: 


A person after passing the foundation examination 1s eligible to seek 
registration as student for CS course. Graduates in any discipline (other 
than fine arts) and persons who have passed final examination of ICAI and 
ICWAI are eligible to seek exemption from Foundation Examimation and 


seek direct registration as student for Intermediate course of the Company 


Secretaryship. 
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- (i) REGISTRATION: - ; : 


A person gets himself registered as a student of the institute by 
making an application for registration with Rs. 2100/- A student is 
registered in accordance with the Company Secretaries Regulation, 1982 for 
a period of 5 years from the month in which his/her application 1s accepted 


for registration 


A registered student is required to complete the Intermediate and 


Final examinations within the registration period 
(ii) INTERMEDIATE EXAMINATION: 


A student 1s admitted to this examination if he/she has registered 
himself/herself as a student at least 9 calendar months period to the month 
of the examination. The registered student has to undergo and successfully 
complete the postal/oral coaching provided by the Institute in order to be 


eligible for admission to Intermediate Course. 
| 


Subjects: 


Group -I Group -Il : 









e General Laws & Procedures 


Company Law & Practice - | 
* Personal Management .and}|e Company Law & Practice ~II 
Industrial Laws e Econumic & Other Leuislation 
‘e Tax laws e Company Accounts Theory and 


« Cost & Management Accounting Practice 


(iii) FINAL EXAMINATION: 


A student can appear 1) tinal examination if hesshe is ao rewistercad 
student of the institute, has passed intermediate examination or has been 
exempted therefrom (Persons ‘vith specific pust graduate oo sraduate 


qualifications are exempted form some of the papers. 
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(a) ELIGIBILITY : 


A student 1s admitted to the final examination only after a minimum 
period of nine months has elapsed since his passing the Intermediate 
Examination It is subject to successful completion of postal / oral 


coaching. 


(b) SUBJECTS : 


ee ——eE—————eeeeeeeeeeeeeEeeeEeEeEeEeeEeEeEE——eEeEeEeE—EEEe—e————eeeeee 
Group -I Group-Il 


Financial Management 





Corporate Laws & Practice-I 





| e Management Control & e Corporate Law & Practice-Il 


| 
Information le Corporate Laws & Practice-lll 
'e Corporate Tax-Management- 'e Secretarial & Management 
Direct Taxes ' Audits 


'® Corporate Tax-Management- | 
| 
t 


Indirect 
lg a Se) een ek sg Hah Sie es 
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3.4.3 PRACTICAL TRAINING: 


A person after passing the Final Examination is required to undergo 
management, practical and modular training under a practicing CS or CS 


firm The duration is 18 months though some exemptions are given to CAs 


3.4.4 MEMBERSHIP OF THE INSTITUTE : 


CERTIFICATE OF PRACTICE: A member of the institute can practice asa 
CS after obtaining a cerhficate of practice from the institute as provided in 


the Company Secretary Act, 1980. 


3.5 EMPLOYMENT OPPORTUNITIES : 


Almost all organisations whose affairs are controlled by boards, 
councils and other corporate structures, such as, trust, society association, 
federation, statutory authority commission boards, companies, and banks 


etc, employ CS. 
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A CS can take up a wide range of responsible positions in secretarial, 
legal, finance, accounts, and administrative departments of companies and 


organisations in private as well as public sectors 


Most CS find full time jobs in companies with paid up share capital of 
Rs.50 lakhs above, and those seeking listing on stock exchange. They can 
also get full time jobs as CS in companies having paid up share capital of 
Rs 25 lakhs/more under the pursuant to section 383A of the companies Act 
1956, as Assistant/Deputy CS. 


A CS also occupies senior posts with Govt Of India or panel of bodies 
such as Bureau of Public Enterprises, State Govt Financial Insututions etc 
Grade I to IV positions in the Accounts branch of Central Government Law 


Services of Department of Company Affairs are also occupied by CSs 


The Indian Banks Association also recommends banks to consider 


appointment of CS as specialists 1n the fields of finance, law, and merchant 
banking. 


€Ss are also employed at senior posts such as Financial Controller, 
Chief Administrative Officer, Director etc. after gaining suitable experience 


on different posts 


Senior members also become chairpersons, managing directors, 


whole time directors in reputed companies. 


As few universities have recommended CS qualification for the 
purpose of appointment as lecturers. Professional institutes also appoint 


CSs on full or part time basis for academic or research assignments 


Besides, Department of Personnel and Administrative Reforms of 
Central Govt employs CSs as professional for assignment of Indian experts 


to developing countries of Africa Latin. 


The qualification of CS is considered by some of the universities for 


appointment of lecturers and also for registration for Ph.D. 
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3.5.1 SELF-EMPLOYMENT OPPORTUNITIES: 


A Member of the Institute can also practice as CS by setting up his 
own firm, or as authorised representative of a company in respect of filing, 


registering, presenting, attesting, and verifying documents, by or on behalf 


of the company. 


A CS can also act as share transfer agent, a secretarial auditor or 
consultant or advisor to a company on management including any legal or 
procedural matter falling under various Acts. He can deliver a wide range of 
services to companies of all sizes, other commercial and industnal 


organisations, small scale iinits, and firms etc on retainership or job basis. 


3.6 REMUNERATION AND OTHER FACILITIES: 


A CS commands high salaries, comparable to the levels of other 
management disciplines in the company and the salary depends on the 
position acquired by the CS. Dumng training the stipend, 1s between 
Rs.2500-4000 /- However, pay scale varies from orgahisations to 


organisation and on career hierarchy varying from Rs 18000/- to 
Rs 20,000/- in average. 


ACS also gets other facilities like perks, HRA (House Rent Allowance), 


TA /D.A., Provident Fund etc. 1n a company or Public Sector 


3.7 OCCUPATIONAL HAZARDS: 


As such no physical injury/accident is there as they work in offices. 
However, working hours are quite long and the work demands mental 


elasticity and stamina. The work may cause stress and exhaustion. 


3.8 FUTURE PROJECTIONS: 


The passing rate of CS from the institute is hardly 2% or 3%. There 


are approximately 18,000 CSs working 1n various organisations in India. 


ee oe 


Serene 
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With growing legal regulatory framework in order to ensure protection 
of the interest of employees, consumers, creditors, govt. financial 
institutions and public at large, the CS’s role as conscience keeper of the 


company and custodian of public interest is increasing. 


In the years to come the responsibility of the CS would get 
considerably extended as the chief functionary of corporate sector, and as 


an indispensable professional in the efficient management of the 


organisations 


Since Membership of the Institute is the only prescribed qualification 
for appointment of a Company Secretary and the number of CS in India 1s 


quite less, the demand for these professionals is on the rise 


3.9 FURTHER INFORMATION : 


In order to update the information or for more details, or to obtain 
prospects/ Information brochures the correspondence can be made with 


any one of the following offices of ICSI. 
‘ 


THE INSTITUTE ADDRESS : 
The Institute of Company Secretaries of India 
ICSI House , 22, Institutional Area 


Lodhi Road, New Delhi — 110003 


Phones - 4617321, 4617322, 4617323,4617324 4644431 & 4644432 
(STD : 011) 

Telex : 31-62164 ICSI IN * Fax : 91-11-4626727 *Grams ' COMPSEC 

Email . lesi@parlis.in 

Email : dss@icsi-indiacom 


Addresses of the Regional Councils of the Institute : 


EIRC 18-A, Everest House (18 Floor) 
46-C, Chowringhee Road, Calcutta - 700071 
Phones ‘ 2828680, 2820601 (STD : 033) 
Fax 033-2827950 * Grams : COMPSEC 
Email : icsieirc@cal2.vsnl.netin 
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NIRC 


SIRC 


WIRC 


ICSI-NIRC Building, Plot No. 4 

Prasad Nagar Institutional Area 

(Near Kalindi College) New Delhi — 110005 
Phones : 576309085767 190 (STD: 011) 

* Grams : COMPSEC, Fax 011-5772662 
Email . nircicsi@nde.vsnl.net.in 


No 4, Wheat Crofts Road, Nungambakkam 
Chennai — 600034, Phone : 8279306 (STD 004) 
Fax : 044- 8253016 * Grams : COMPSEC 
Emaul:icsisirc@md3.vsnl net.in 


No. 13, Jolly Maker Chambers No 11 (First Floor) 
Nariman Point, Mumbai — 400021 

Phones : 2021826, 2844073, 2047569, 20475804, 
2047604 (STD : 022) 

Fax 0O22-2850109 * Grams : WIRCOMPSEC 
Email wircicsi@boms vsni net.in 
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CHAPTER - 4 


FINANCIAL MANAGEMENT 


In an era of liberalisation and globalisation managers todav are 
required to deal with more complex problems and are faced with more 
exciting challenges than in the past. In this changed scenano of 
deregulation, finance function has come to occupy a predominant role in 
the organisations and financial decision making now requires a lot more 
ingenuity than before. In short the industry needs specialists in finance. 


The finance manager 1s equipped with requisite knowledge and skills in 


financial planning, decision-making and control. 


4.1 NATURE OF WORK: 


A Financial Management Executive 1s responsible for effective control 


and management of the financial activity of the concerned organisation 


» Hé/She does financial planning, decision making keeping in view the 
\ 
financial needs and objectives of the enterpmse He/ She ts also 


responsible for corporate restructuring, financial analysis and 


forecasting 


« His/her duties also include investment analysis, security valuation, risk 


management and study of investor behariour. 
e He/she 1s also responsible for marketing of financial services 


e He/she also prepares, apprises and reviews industrial projects, 
promotes and monitors financial growth of the orgnsiation within strict 
financial framework. 


e He/she is also responsible for budgetary control, cash flow planning, 


funds management, banking and liason with financial institutions. 
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4.2 WORKING CONDITIONS : 


Financial Managers work in offices The working hours is of 8-9 
hours duration. However, it varies on the basis of the public/private sector 


enterprise as well as the position which a manager 1s holding 


4.3 PERSONAL QUALITIES : 


The Financial Manager must have a good analytical mind to interpret 
data, numerical ability and logical thinking. A Financial executive should 


have a good deal of stamina and patience, and interest in desk work. 


4.4 PREPARATION: 


In order to become a qualified financial Manager, a person 1s required 
to study ‘financial management. The courses available in financial 
management are of both types diploma courses and Post Graduate 
(Master's degree) programmes MBA courses also offer specialisation in 
finance However, Master's Degree Programmes are much sought after both 


by students as well as employers 


The two year post-graduate level programmes are now being offered 
by some of the reputed universities in the country having established 
Departments of financial studies These include Aligarh Muslim University, 
Delhi University, Himachal Pradesh University and University of Bombay. 
These universities offer Master of Finance control (MFC) Programme Indian 


Institute of finance, New Delhi offers two year Programme in Management of 


Business Finance (MBF) 


4.4.1 ELIGIBILITY : 


Graduate or Post Graduates in any discipline are eligible to applv for 


admission to the above mentioned MFC/MBF programmes 


46 


4.4.2 ADMISSION CRITERIA: 


It varies a bit from institute to institute Admission to various 
courses 1s made on the basis of selection test, group discussion and 
interview The admission test seeks to test the applicant's aptitude for 
studies 1n financial analysis and management It generally consists of 
Enghsh comprehension and Verbal Ability, analytical Reasoning, 


Quantitative ability, Data interpretation etc 
4.5 EMPLOYMENT OPPORTUNITIES : 


The qualified financial managers find excellent opportunities in the 
companies in the field of corporate finance, international finance, 
investment analysis, money and capital markets including stock exchanges, 
depository services and stock booking They also get placement in banking 
and financial institutions, insurance, real estate, mutual funds and 


financial consultancy and advisory services. 


4.6 REMUNERATION & OTHER FACILITIES: \ 
1 


The Financial Managers get the remuneration is at par with other 
personals in this area. Pay scale depends upon the orgnisation as well as 
the designation of the financial executive. 


However, the pay scale starts from Rs.5500/- p.m with facilities hke 
HRA (Housing Rent Allowance), gratuity, TA, DA available In Multinational 


Corporations pay scale may exceed to Rs.50,000/-. 


4.7 OCCUPATIONAL HAZARDS: 


Like all other professionals in the area of finance and commerce, the 


work 1s grueling in terms of mental exhaustion and stress. 


4.8 FURTHER INFORMATION: 


The specialised education programmes in the area of Finance 


Management are the product of less than two decades. Therefore many 
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universities may be in the process of initiating these programmes Hence it 
1s essential to keep an eye on admission notices during the admission 


season and detailed/updated information could be sought from the 


concerned Institutes 
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CHAPTER 5 


FINANCIAL ANALYST 


The liberalisation of the Indian economy has seen an increasing 
demand for one more type of specialists in the field of financial 
services , that 1s -Chartered Financial Analyst (CFA) This is comparatively 
a new profession in the field The CFA focuses mainly an financial analysis 


however some of the CFAs also work in accounting positions 
5.1 NATURE OF WORK: 
The CFAs perform functions in the following areas 


5.1.1 CORPORATE FINANCE: 


This area deals with conceptual and technical inputs in the areas of 
Indfan financial system, financial accounung, management accounting, 
financial management, advanced financial management, and international 


financial management. 
5.1.2 INVESTMENT MANAGEMENT: 


It 1s based on analysis of with inputs from economics. quantitative 
techniques, economic legislation for securities industry, security evaluation, 


Investment Management etc. 


5.1.3 FINANCIAL SERVICES: 


Here a CFA deals with project planning, venture capital, leasing, hire- 
purchase, factoring new issue management, credit rating and other allied 


areas 
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5.2 WORKING CONDITIONS 


CFAs work in private and public sector offices The working hours 1s 
generally of 8 to 9 hours duration. However, according to the type of 
organisation and responsibihties of CFA, the working hours may extend 


further 
5.3 PERSONAL QUALITIES : 


A Person should have numerical aptitude, logical thinking and 
analytical approach Other qualities like confidence, problem-solving ability, 
good communication skills, and pleasing personality are necessary 


components for success in the occupation 
5.4 PREPARATION : 


"The Institute of Chartered Financial Analysts of India" (ICFAI), 
Hyderabad conducts Certified Financial Analyst (CFA) programme This 1s a 


post graduate programme which ts of 3 years duration 


Admission 1s based on entrance test, which seeks to test the aptitude 
of the candidate for professional studies in financial analysis The 


admission tcst focuses primarily on verbal and quanutative reasoning 


abilities 
5.4. 1 Eligibility: 


Graduate (any discipline) with 50% marks 
Commissioned defence personal with 5 vears experience can take 


admission test even if they do not hold graduate degree 
5.4.2 THE COURSE: 
There are + levels in the CFA programme 


(i) THE FOUNDATION COURSE 


It consists of the following papers/subyects . 


Elements of financial and management accountng 
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- Basics of Corporate Finance 

- Essentials of investment and tax planning 
- Statistics for financial applications 

Exam can be taken after 3 months of enrolment 


Fee Rs 8,000/- 


(ii) THE PRELIMINARY EXAMINATION: 


It has following subjects/papers- 
- Financial Accounting 
- Financial management 


- Quantitative methods economics (Group B 12 months after 


enrollment) 


(Group B 6 months after enrollment) 


(iii) INTER EXAMINATION: 


This examination consists of following papers ° 


Economic legislation 
Management accounting 
Security Evaluation 


Project appraisal planning and control 


(iv) FINAL EXAMINATION: 


Final examination has following papers ° 


,er ce 


te te cf 5 _praion 
Advanced Financial Management on pF oe 
at! ge : 


Financial services 


Dp" 
git p a9 ile 
Investment management Aw 
Indian financial system Tave 


International financial management 


5.4.3 MEDIUM : The CFA course is offered in Enghsh medium 


51 


5.4.4 ACCELERATED CFA PROGRAM (Distance learning Programme) 


This programme 1s also offered by ICFAI which 1s of 2 vears duration. 


ELIGIBILITY : CA, CWA, CS, CAIIB, MBA, Working Executives, MBA 
students and final year students of CA, CWA and CS Fee Rs 18,000 (Level 
1 and Level 11) 


5.4.5 INSTITUTE OFFERING CFA PROGRAMME: 


The following institutions offer 2 years on the campus regular 


programme in CFA 


1 Narsee Monjee Institute of management, Mumba 

2 SP Jaain Institute of management and Research, Mumbai 
3 International Management Institute, New Delhi 

4 BITs, Pilani 

5. Xavier Institute of Management, Bhubaneshwar 


5.4.6 PRACTICAL TRAINING : 


To provide opportunities to CFA students to gain practical training in 


various fields, The ICFAI helps place students in reputed organisations 


Practical training 1s available at the final level of the programme The 


institute also has a placement network for those completing the course 


5.4.7 COACHING: 


To supplement self-study programmes, the institute organises 
weekend workshops at Hyderabad, Delhi, Mumbai, Calcutta, Madras, and 
Bangalore. These workshops are held on week ends with two sessions of 3 
hours duration on both the days’ The focus 1s on clarifving kev concepts 


and problem solving ‘ 


5.5 EMPLOYMENT OPPORTUNITIES : 
A career in finance promises a challenging and extremely rewarding 
professional life. Fresh graduates with a degree from ICFAI can commence 


their careers as executive trainees in the financial sector 
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After training 1n various areas of corporate finance, they acquire 
technical skills to perform the function of managerial positions. After 5-7 
years of experience, specialists in the field can become head of the finance 
departments With further experience in the field, a financial manager can 


reach a senior management level, responsible for managing the entire 


business. 


The CFAs have the following avenues open to them: 


5.5.1 CORPORATE SECTOR: 


CFAs may work as financial analysts, fund manager, executive in 


charge of resource mobilisation and investment managers. 
5.5.2 BANKS, FINANCIAL INSTITUTIONS, FINANCE COMPANIES: 


CFAs works as appraisal executives, specialists in leasing, hire 


purchasing, portfollo management, market banking 


5.5.3 INDEPENDENT PRACTICE: 


CFAs can be self employed as financial consultants, investment 
advisers etc 


5.6 REMUNERATION: 


An employer’s interest in ICFAI graduate 1s strong. The fresh 


graduates get offers for challenging professional positions with attractive 
salaries and perks. 


The remuneration package 1s comparable to the best in the field of 
finance and is similar to that earned by CA’s, MBAs etc. However the 
Starting salary may be anything between Rs 8000-10,000/- depending 


upon the size of the organisation and its status as public or private. 
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5.7 OCCUPATIONAL HAZARDS: 
There are not any visible hazards but CFA do experience mental 


stress and exhaustion as they have to do more mental work The prolonged 


desk work may also affect their physical well-being. 


5.8 FUTURE OUTLOOK: 


At present there are countable CFAs working at various organisation 
in India. However, with increasing emphasis placed on finance and 
tremendous revolution in global economy, the CFAs are increasingly in 


demand by various sectors. 


The CFA course has been recognised by Indira Gandhi National Open 
University (IGNOU) as equivalent to a Master’s Degree for admission to Ph.D 
programmes in management. According to ICFAI (March, 2000), the CFA 
Programme offered by the Institute is widely recognised by over 300 leading 


employers ‘all over India as an eligible qualification for finance and 
accounting positions. 


The railways, Reserve Bank of India (IDBI), Unit Trust of India (UTI), 
Industrial Finance Corporation of India (IFCI} have recognised the 
efficacy of the programme. 


A large number of American Universities have also agreed to provide 


opportunities to CFAs from India for Ph D programmes tn the US 


5.9 FURTHER INFORMATION : 


In order to get more details on latest aspects of preparation for the 
CFA, one can write at the following address : 


The Institute of Chartered Financed Analysis of India 


Road No. - 3, Banjara Hills, Hyderabad — 500034, India 
Website : www. icfai.org 


Fax’ 040-335-2521, 0193 
E-mail: info@icfai.org 
Ph. : 040-335-1071, 3411, 3748, 4502 
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CHAPTER - 6 
STOCK BROKER 


Stock markets in India are changing fast to keep up with the 
expectations of the Indian industry. The needs of industry hke meeting 
capital adequacy norms, transparency in operations, overseas exposure, 
research back up are important which are facilitated by brokers. The 


activities of the stock brokers are regulated by SEBI (Security and Exchange 
Board of India) 


The best firms today provide a blend of three functions presales, 
sales and after-sales. These functions are generally organised into three 
departments including sales and trading for the ownership of securities, 
investment banking for the firms and governments that issue securities, 


and capital markets which fall in between the other two divisions 


6.1 NATURE OF WORK : 


Stock brokers work 1n various departments and in different capacities 


and therefore perform different functions as given below :- 


6.1.1 SECURITY BROKERS: 


They represent brokerage firms and handle order to buy and sell 
securities They also counsel on what stocks to buy and sell and how to 


handle their overall financial situation. 
6.1.2 REGISTERED REPRESENTATIVES OR ACCOUNT EXECUTIVES: 


They’ are salespersons who work for a firm that 1s a member of one or 


more major stock exchanges of India. 


6.1.3 SECURITIES ANALYSTS: 


The targest single group of executives 1s in the investment, 1s in the 


advisory category. Their work underlies the advice given by brokerage and 
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counseling firms. The typical analyst 1s usually an Economic or Commerce 
graduate with MBA. 


6.1.4 SECURITIES SALES REPRESENTATIVES : 


They perform different duties like opening accounts for new 
customers, and obtaining all the information required to permit the 
customer to buy and sell securities through the brokerage firm. They 
execute buying and selling orders for customers by relaying the information 
on a company’s prospects from their research departments and are often 


called upon to advise a customer on the wisdom of purchase and sell. 


A sales representative is expected to be able to answer all questions 
on technical aspects of stock-market operations and also to be well- 
informed on current economic conditions. Some securities sales people 
specialise in specific areas such as handling only institutional accounts or 


specialising in bond issues or mutual funds. 


6.1.5 SPECIALISTS: 


The brokers in this category deal only with other brokers and act for 


those brokers who cannot remain at post on the exchange floor. 


Part of the regular brokerage commission is paid to them Infect. they 
act as “broker’s broker” and are paid regular brokerage commission. The 


specialists also act as dealers and sell shares for their own customers 


6.2 WORKING CONDITIONS: 


Brokers in stock exchanges and other firms work under tremendous 
pressure during the working hours which 1s generally from 9 a.m toS pm 
in the stock exchange and other firms, However, late hours and tension go 


hand in hand with the work. 


6.3 PERSONAL QUALITIES : 


The first quality that a person joining the stock market must have 


analytical and reasoning ability flair for figures and good communication 
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skills He/She should take pleasure in solving complicated problems, good 
at sourcing out information, should have intuition on the flow from market 
and ability to visualise the implications of present policies, and actions of 
future in practical terms. Above all, the person should be interested in 
making money, open to criticism, willing to accept failures, can overcome 


frustrations and work under stress. 


6.4 TRAINING 


At the trainee level, most of the large brokerage firms go for at least a 


six months training period as a mandatory requirement for exchange 


member firms 


During the initial training programes, the trainees are salaried and do 
not sell Training period is generally longer with large firms and includes 
work 1n accounting, securities law, exchange rules, market analysis On the 


job training includes research and portfolio analysis. 


6.5 ELIGIBILITY: 


Bachelor’s degree in commerce is the minimum qualification required 
to enter in the profession but persons with additional qualifications such as 


CAs, MBA, CFA, etc are preferred. Hands on Experience with computers is 
definite a plus point. 


6.6 INSTITUTES PROVIDING TRAINING : 


(i) Post graduate diploma in capital market studies conducted by 


University of Pune in collaboration with Mumbai Stock Exchange. 
(u) All India Centre for Capital Market Studies, J D.C. 
(i1i) ee Institute of Management Studies and Research, Nashik. 
(iv) Mumbai Stock Exchange Training Institute, 


(v) Stock Exchange Building fort, Mumbai 
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6.7 EMPLOYMENT OPPORTUNITIES: 


The stock brokers unlike the yesteryears brokers play roles of 
advisors and port-folio managers in brokerage firms They are employed by 
banks, insurance companies, mutual funds, pension funds , foundations, 


and big institutions. 


The beginners work as brokers with firms or dealers or analysists in 
the administrative departments. However, they can join stock exchange or 


even open their own financial agency. 


6.8 REMUNERATION: 


There’s no such fixed salary for the brokers. But they get regular 
commission from the firm or company where they are employed, which 
again depends upon the status of the organisation in which they work. 
Total income can range between Rs. 1000 to 2-3 million per annum for 


those involves in buying and selling. 
6.9 OCCUPATIONAL HAZARDS: 


The work of a broker demands concentration, analysis and 
interpretation, application of logic and understanding. They have to be on 
the toes all the tume to keep pace with the market movement thus leaving 
little time for other pursuits The stress levels are very high as it 1s 


performance driven industry. 


6.10 OCCUPATIONAL OUTLOOK: 


Today’s dynamic brokers deal in billions rather than in millions 
Their job profiles have also changed. All their operations are computerised 
and they employ qualified industry specialists to advise on buying and 
selling of stocks. And with their profiles undergoing a change, they are at 
present time, playing host to foreign investments bankers looking for 


" opportunities in the Indian stock market or visiting fund managers seeking 
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avenues for investment. Therefore their future appears to be bright and 


better. 
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CHAPTER - 7 


BUSINESS JOURNALISM 


Journalism is a rapidly growing area which is becoming highly 
speciahsed With modern day diversification in the field of journalism 
and use of audio visual media every aspect of life related to political, 


financial, social and environmental, sporting, business news are covered 


7.1 NATURE OF WORK: 


The job of a business journalist 1s that of a specialist who has 
knowledge and training for handling business related news and issues 
The business journalists research the background of a subject related to 
trade, commerce etc. before beginning first hand investigations They ask 
questions at.press conferences, listen to responses to questions asked by 
others, than analyse, shape opinion in various areas related to economic 


and commercial activities taking place at national and international level 


As special correspondents they interpret and explain news, 
comment on events that are organised by Ministry of finance, Ministry of 


Commerce, RBI and other apex bodies in the government or private 
sectors etc. 


Business journalists also do news/features editing, sub-editing, 


feature writing, columns editorials for the newspaper, magazine etc. 


7,2 PERSONAL QUALITIES : 


A clearcut understanding of the concerned area, flair for writing, 
abilities to express ideas lucidly and concisely, open minded ness, 
unbiased approach, cunosity, wide-ranging interests, ability to sum up 


situations, people, tact, resourcefulness, resilience, willingness to work 
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hard at irregular hours, on holidays, dedication, staying power are 


required. 
7.3 PREPARATION : 


Formal training is not necessary to embark on a career in 
journalism. Many large newspapers and magazines prefer to induct 
fresh graduates from a variety of disciplines and give them training. But 
prefer, graduates from economics, commerce, and management 


background 
7.3.1 ELIGIBILITY: 


Graduation in Commerce, Economics or having management 
background. Entry into business journalism is usually through direct 
appointment as a trainee reporter Training in business news, reporting, 


editing etc for print, or electronic mediums can be pursued 


7.3.2 INSTITUTIONS: 


Many universities offer various courses in journalism, Bombay 
University, South Gujarat University, Bangalore, Marathwada, Banaras 


Hindu Universities, university of Calcutta, Manipur University 


Indian Institute of Mass Communication (IMC) Delhi also ofers 


courses 1n journalism. 


7.4 EMPLOYMENT OPPORTUNITIES : 


Career opportunities in business journalism are open in 
newspapers, magazines and periodicals like business journals, trade 
journals etc , news agencies and bureax, television and radio, press 


sections of public and private sector corporations etc 
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Some persons become freelancers after gaining sufficient work 


> » 


experience. 


7.5 REMUNERATION AND OTHER FACILITIES: 


Remuneration and working hours of journalists have been fixed by 
an Act of Parliament. Generally, they get between Rs5500/- to 
Rs.9000/-. However, it increases atcording to the designation of the 


individual 


Journalists are also provided with travel expenses Many 
newspapers give journalists additional reading/paper allowance to 
enable them to subscribe a number of publications and keep in touch 
with the current trends and development in trade, commerce and 


economic areas 


Editors are provided with perks and other facilities. 


7.6 OCCUPATIONAL HAZARDS: 


Business journalists have to do a lot of travelling to various places, 


Hence they should have physical stamina as the work 1s quite strenuous 
7.7 FUTURE PROJECTIONS: 


The information explosion has brought home, the urgency of being 
able to express more diverse and complex ideas, news and viewpoints 
more quickly and concisely then ever before. New publications appear on 
news stands every year, Vernacular papers are currently in circulation 
with growing numbers. Many satellite channels devote time to business 
news With increasing international trade, commercial activities and 
emphasis on finance and economy, the scope in business journalism 1s 


wide and increasing. 


CHAPTER 8 
RELATED CAREERS 


This chapter includes brief description of all those careers which 
are not prominently mentioned for commerce students in the career 
literature available, but these careers may be professionally satisfying to 
many of them. These careers include teaching, economist, some of the 
civil services, banking, insurance, management and law etc. The 
commerce students who want to utilise their education and also those 
who are interested to continue in the field of commerce in some capacity 


can consider some of these careers also while making choices 


8.1TEACHING : 


Teaching opportunities in commerce are available at school, and 


college and university level 
8.1.1 QUALIFICATIONS REQUIRED : 


M.Com and BEd. for teaching in school, and MCom and 
M.Phil/Ph.D for job in college and university. 


8.1.2 PERSONAL QUALITIES : 


The job of a teacher requires a lot of perseverance, dedication and 


patience, love for reading and to be effective in communication. 


8.2 ECONOMIST : 


Students can pursue graduate programme in Economics, or 
business economics after 10+2 which will open a number of options for 
them as given below : 


- M.A. in Economics 


- Master of Business Economics 
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- The Indian Economic Service (IES) Examination 
- Specialised post-graduate diploma courses such as * econometrics, 


foreign trade, labour management, and banking etc 


8.2.1 PERSONAL QUALITIES : 


Person should be interested in economic developments, 
growth of industrial sector, trade regulations and policies etc 
He/She should be analytical, could derive conclusions and efficient 


in decision making. 
8.2.2 EMPLOYMENT OPPORTUNITIES : 


Economists are employed in administrative services (IES), labour 
institutes, financial organisations, educational and research institutions, 
insurance corporations, statistical offices, planning boards, banks and 


foreign trade organisations etc. 


8.3 INSURANCE : 


Persons working in the field of insurance deal with all the matters 
related to insurance of individuals (their disease disability, death) and 
goods and properties etc The people at the administrate level are 
involved in policy making while other officials deal with marketing and 
procurement of business, promoting the policies, and dealing with the 


chents to settle their insurance claims 


8.3.1 PREPARATION /ENTRY : 


Entry in the profession is through following competitive 


examinations 


(i) Apprentice Development Officers Examination : This 


_ examination is conducted by Life Insurance Corporation (LIC) of [ndia 
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every year to recruit Apprentice Development officers to the cadre of 


Assistant Administrative officers 


(a) Eligibility Degree/Master's degree 50% marks, CA/Cost 
Accountant. 


(b) Age . 21-28 years Relaxable upto 33 years for SC/ST and for 
CA/Cost Accountant upto 30 years 


(c) Pay Scale Rs 2100-3060. 


(ii) Assistant Administrative Officers (AAO) Examination : This 
examination 1s conducted every year for appointment of AAOs in Genera] 
Insurance Corporation (GIC) of India and its subsidiaries - National 
Insurance Co Ltd, Oriental Fire and General Insurance Co Ltd, and 
United India Insurance Co. Ltd. Eligibility requirements and pay scale etc 


are same as given above for examination conducted by LIC. 


8.3.2 Personal Qualities : 


Analytical and problem solving ability, good communication skills, self- 
confidence and team spirit are some of the qualities required to be 


successful in the career. 


8.4 BANKING : 


The banks provide employment opportunities to graduates, CAs, 
Cost Accountants, Lawyers, Technical professionals and agricultural and 
computer professionals etc. The commerce graduates and those with 
other professional qualifications in the field can join as clerks and as 
officers through competitive examination held by Banking Service 
Recruitment Boards and Reserve Bank of India(RBI) from time to time 
The CAs and Cost Accountants can join as CAs and Cost Accountants 


However, the foreign banks and some private banks prefer MBAs in 
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addition to B.Com/CA. Pay scales vary in public sector banks, RBI, and 


foreign banks and private banks. 
8.4.1 Personal Qualities : 


Those interested in making a career in banking need to be intelligent, 
have analytical ability and numerical ability, and good in interpersonal 


relations. They should also be able to take up heavy responsibility 


8.5 CIVIL SERVICES : 


The UPSC conducts the civil services examination for recruitment 
to various services (28 in number). Among there 16 services belong to 
Group ‘A’ Services Some of the services in Group ‘A’ category deal with 
work related to accounts, audit, taxation etc. The commerce graduates. 
who are interested to pursue career related to their education can opt for 


these services mentioned in brief here : 


(i) Indian Pest and Telegraph Accounts and Finance Service : The 
officers who jom this service look after the revenue and 


expenditure of postal service 


(ii) Indian Audit and Accounts Service : The Officers in this service 


are responsible for enforcing fiscal discipline and auditing work 


(iii) Indian Defence Accounts Service : The duties in this service 


include efficient planning and budgeting for defence, and internal 


audit and accounting of the defence expenditure 


(iv) Indian Revenue Service : This service deals with matters relating 
to direct and indirect taxes such as income tax, wealth tax, gift tax, 


expenditure tax and problems of tax evasion and tax arrears. 
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(v) Indian Civil Accounts Service : This service is responsible for 
establishing the technically sound accounting systems in the - 


departmentalised accounting offices. 


(vi) Indian Railway Accounts Service : The officers in this service 


deal with accounts and financial management of Railways. 


8.5.1 PAY SCALE : 


These officers are treated at part in terms of pay with All India 


Services The beginners are placed in the pay scale of Rs. 8000-13,500. 


8.5.2 PERSONAL QUALITIES : 


There services require persons who are intelligent, have analytical 


and logical reasoning ability, numerical ability and like desk work. 


8.6 MANAGEMENT : 


Management Education is imparted at two levels admission to 
which 1s through written test and interview : 


- 3 year Bachelor's programme in Business Studies (B.B.S.) or 
Business Administration (B.B.A) after 10+2. 


2 year Master's degree programmes after graduation such as 
Master of Business Administration (MBA), Master of Management 


Studies (MMS), Management of Business Finance (MBF) 


Apart from these, there are specialised Diploma courses also 


offered by a number of institutions and universities. 


There are some papers /courses in management education with 


which a person with commerce background i.e. B.Com may be 
comfortable 
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8.6.1 PERSONAL QUALITIES : 


To be successful in the field one needs to be intelligent, confident, 
analytical with good communication, interpersonal, problem-solving and 
decision-making skills, conceptual and perceptual skills, and sensitivity 


to environment of business, economy and trade etc 


8.6.2 ADMISSION TEST : 


Admission test comprises test of quantitative ability, verbal ability 


and language comprehension, analytical ability, and environmental 


sensitivity. 
8.6.3 EMPLOYMENT OPPORTUNITIES : 


The passouts from management programmes are employed in 
public sector organisations and domestic and multinational 
organisations, in manufacturing, service, consulting, publishing, and 
advertising, consumer goods marketing, commercial and investment 


banking, and financial institutions. 


8.7 LAW : 


Education in law is imparted by most of the universities Like 
students from all the other academic streams / courses the commerce 
students can also join 5 years programme after 10+2 or 3 years 
programme after graduation leading to L.L.B. degree They can specialize 


in Tax Law and Real Estate. 


8.7.1 PERSONAL QUALITIES: 


Persons who can study for longer periods and update their 


knowledge, are clear headed, smart, alert and pleasant, have good 


68 


communication skills and drafting skills can become successful in the 
held 


8.7.2 EMPLOYMENT OPPORTUNITIES: 


Business and industry provides them opportunities to handle tax 
matters, arrange for issuing of stock, handle claim cases and represent 


the firm in real estate dealings etc 
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